How the Roles of a Toastmasters Meeting Interact

Toastmasters meetings are not just about the speeches. They are many roles in a Toastmasters meeting and for the meeting to run smoothly, the people in the different roles need to coordinate smoothly, both before and during the meeting. Here are some general guidelines on how the roles relate to each other and the responsibilities of each role. 

*********************************************************************

In preparation for a Toastmasters meeting, the Toastmaster (TM) and the General Evaluator (GE) act as a team. All email communication should go to both roles. 

When you are Toastmaster:

· Your team – the General Evaluator, the Speakers, the Table Topics Master, the Joke Master and the Snack Master

· Make sure they are available for their roles

· If they are not available, encourage/help them to find a replacement.

· Communicate any changes to the General Evaluator.

· Change the schedule to reflect any changes.

· Send out the schedule to all members before the meeting – preferably as soon as you know the final arrangements.

When you are General Evaluator:

· Your team - the Evaluators, the Timer, the Grammarian and the Ah/Um Counter. 

· Make sure they are available for their roles. 

· If they are not available, encourage/help them to find a replacement.

· Remind them of their roles and of their duties.

· Communicate any changes to the Toastmaster.

When you are Speaker:

· Let the TM & GE know if you are available for the role.

· If not, find someone else to fill it.

· Let the TM know the manual you are working from, the length of the speech and the title of the speech.

· Give the TM an introduction for your speech. The introduction can and should include details of what you are speaking about, why you chose that subject and/or why the audience will be interested in the topic. Write the introduction as if your audience has never met you.

When you are Table Topic Master:

· Let the TM & GE know if you are available for the role.

· If not, find someone else to fill it.

· Prepare Table Topics that allow speakers to use their creativity, spontaneity and speaking ability. 

· Try not to ask for volunteers. Ask participants to speak but let them decline if they are not interested.

· Ask 3-5 people to speak depending on the time restraints of the meeting.

When you are Evaluator:

· Let TM & GE know if you are available for the role.

· If not, find someone else to fill it.

· Ask your Speaker what they would like you to look for when you are evaluating them.

When you are Ah/Um Counter:

· Let TM & GE know if you are available for the role.

· If not, find someone else to fill it.

· No advance preparation is needed.

When you are Timer:

· Let TM & GE know if you are available for the role.

· If not, find someone else to fill it.

· No advance preparation is needed.

When you are Grammarian:

· Let TM & GE know if you are available for the role.

· If not, find someone else to fill it.

· Send the Word of the Day to all members a couple of days before the meeting

When you are Snack Master:

· Let TM & GE know if you are available for the role.

· If not, find someone else to fill it. 

· Bring a yummy snack.

When you are Joke Master:

· Let TM & GE know if you are available for the role.

· If not, find someone else to fill it.

· Be prepared to tell a short and funny joke at the end of the meeting.







